Adding a certificate to your KS-TRAIN Transcript

FIRST: make sure you save your certificate to your

computer as a PDF. =xpand
Log in to your KS-TRAIN account, click on MY

LEARNING in your Dashboard to access the drop- ;mur
down list. Then click on the “TRAIN Transcript”

Button towards the bottom. ation

If you find yourself in the NEW KS-TRAIN platform, and
your screen doesn’t look like this: look to the top-right
of your screen to find the “Classic TRAIN” link—this
will take you to the old platform and your screen will

match these instructions. Note that the new platform
will not let you upload PDF documents, but all FEMA
certificates are PDF, so the Classic TRAIN is the best
way to do this right now until the new platform is
fixed.
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Once in the “TRAIN Transcript” page, find the ADD button for
“Non-TRAIN Courses”. This will open up the Course Details so
you can add information about the certificate you want to
add. If you have registered for a lot of courses in the past,
you’ll have to scroll down to find it.

In the Course Details page you need to add all the
information about the training. Don’t forget to complete all
the required * information. You can use “0” if no credit was
awarded. Click SAVE to go back to your transcript page.
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Non-TRAIN Course Details

*_ required fields.

Title:*
Start date:”

Completion date:*
Course URL:

Course Format: | —Select— v

Course Provider Name:*

Course Grade Points:
Course Grade o,
Percentage:
Credit Type:* —Select- M

Amount:*

Contact Name:*
Contact Phone:
Contact Email:
Additional Info:
Verified:
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Once you’re back in the TRAIN Transcript page, scroll down again to find the course you just entered. Click on
the UPLOAD EXTERNAL CERTIFICATE button to open the upload window.
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Then click the UPLOAD button and then

click CLOSE.

You can click. TAKE ME THERE NOW in
the next window to see the certificate
you just uploaded.
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Note: if you have any trouble with the KS-TRAIN website, please contact the KS-TRAIN Help Desk at
helpdesk@kdheks.gov or 785-296-5655.
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